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Completing the Federal Financial Report
(Standard Form 425) and Part 3 Form

This workshop will discuss the two most important Federal Financial
Report forms that Grantees will use to track obligations and
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of filling out both forms will also be covered.




TRAINING TOPICS

A Purpose of Form
A Submission Requirements
A Completing the SB25 and Part 3 Form
A Common Errors

A Things to Remember




PURPOSE OF THE FORM

AThe SH25 form also referred to as the Federal Financial Report (FFR)
IS a required Office of Management and Budget (OMB) financial
reporting form to track the status of financial data tied to a particular
Federal grant award.

A Captures the obligations and disbursements that occurred during the
grant period not just the quarter being reported.

A A separated SE25 must be done for each grant.




SUBMISSION REQUIREMENTS

A Grantees are required by the HUD grant agreement to submit a FBRESF

A Due no later than 30 calendar days after the last day of a calendar year quarter.

A Submit every quarter, regardless of whether expenses were included or not, once the project has
begun.
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A All lines must be completed (enter 0.00 or N/A)

A If expenses have not yet been incurred during the life of the grant, report a zero cumulative total.

A If delinquent in prior period reporting, once the project has begun or at least one report has
been submitted, submit delinquent report for each quarter.




DUE DATES

AFFRs are required to be submitted quarterly, sanmually, or
annually depending on the grant type and applicable program
requirements.

A FFRs must be submitted to your respective GTR no later than 30 days
after the end of the reporting period; (3/31, 6/30, 9/30, or 12/31).

A Final FFRs must be submitted no later than 90 days after the Period
of Performances end date.




COMPLETING THE FFRIZ%-




FEDERAL FINANCIAL REPORT

(Follow form instructions)

1. Federal Agency and Organizational Element
to Which Report is Submitied

U.S. Depariment of Housing and Urban

2. Federal Grant or Other ldentifying Number Assigned by Federal Agency Fage of
({To report multiple grants, use FFR Attachment)

; 1 1
Development, Office of Housing pages
Counseling
3. Recipient Organization (Name and completie address including Zip code)
4a. DUNS Number 4b. EIN 5. Recipient Account Number or |dentifving Number 6. Report Type 7. Basis of Accounting
(To report multiple grants. use FFR Aitachment) X Quuarterty
O Semi-Annual
L Annual O Cash X Accrual
O Final

8. Project/Grant Penod
From: (Month, Day, Year)

9. Reporting Period End Date
To: (Maonth, Day, Year) (Month, Day, Year)




FEDERAL FINANCIAL REPORT

(Follow form instructions)

1. Federal Agency and Organizational Element 2. Federal Grant or Other Identifying Number Assigned by Federal Agency Page of
to Which Report is Submitted {To report multiple grants, use FFR Attachment)
1 1
HC 150941006 o3

3. Recipient Organization (Name and complete address including Zip code)

4a. DUNS Number 4b. EIN 5. Recdpient Account Number or Identifying Number
(To report multiple grants, use FFR Attachment)

6. Report Type
X Quarterly

O Semi-Annual
O Annual

O Final

7. Basis of Accounting

O Cash X Accrual

8. Project/Grant Penod 9. Reporting Peniod End Date

From: (Month, Day, Year) To. (Month, Day, Year)

(Month, Day, Year)




FEDERAL FINANCIAL REPORT

(Follow form instructions)

1. Federal Agency and Organizational Element 2. Federal Grant or Other Identifying Number Assigned by Federal Agency Page of
to Which Report is Submitted {To report multiple grants, use FFR Attachment)
1 1
HC 150941006 o3

3. Recipient Organization (Name and complete address including Zip code)
XY Z Housing Counseling Agency, 6500 Highway Avenue, Washington, DC 20002

4a. DUNS Number 4b. EIN 5. Recdpient Account Number or Identifying Number 6. Report Type 7. Basis of Accounting
(To report multiple grants, use FFR Attachment) X Quarterly
069500251 43-1569215 O Semi-Annual
O Annual O Cash X Accrual
O Final
8. Project/Grant Penod 9. Reporting Peniod End Date

From: (Month, Day, Year) To. (Month, Day, Year) (Month, Day, Year)




FEDERAL FINANCIAL REPORT

(Follow form instructions)

1. Federal Agency and Organizational Element 2. Federal Grant or Other ldentifying Number Assigned by Federal Agency Fage of
to Which Repeort is Submitied ({To report multiple grants, use FFR Attachment)

U.S. Depariment of Housing and Urban 1 1

Development, Office of Housing HC150941006

Counseling pages

3. Recipient Organization (Name and completie address including Zip code)

XY Z Housing Counseling Agency, 6500 Highway Avenue, Washington, DC 20002

4a. DUNS Number 4b. EIN 5. Recipient Account Number or |ldentifving Number 6. Report Type 7. Basis of Accounting
(To report multiple grants. use FFR Aitachment) X Quar’gerty

069500251 43-1569215 O Semi-Annual
L Annual O Cash X Accrual
O Final

8. Project/Grant Penod 9. Reporting Period End Date

From: (Month, Day, Year) To: (Maonth, Day, Year) (Month, Day, Year)
10/01/2014 03/31/2016 09/30/2015




10. Transactions l Cumulative

(Use lines a-c for single or multiple grant reporting)

Federal Cash (To report multiple grants, also use FFR Attachment):

a. Cash Receipts $5.000
b. Cash Disbursements $5.000
c. Cash on Hand (line a minus b) 550 +—

Block 10. Transactions

FEDERAL CASH: Enter cumulative amounts from the date of award through the end date of the current
reporting period.

a) Cash receiptg amount of federal funds drawn down
b) Cash Disbursementsamount of federal funds paid out
A Cash based accounting (a) should equal (b)
A Accrual based accounting (b) is usually greater than (a)

c) Cash on Hand

A Cash based accounting should be $0.00 as recipient should not have drawdown any
funds greater than that expended. If line (c) is greater than $0.00 an explanation must
be provided.

A Accrual based accounting will usually be a negative number representing the amount
of money owed to recipient (funds expended but not yet reimbursed).




(Use lines d-o for single grant reporting)
Federal Expenditures and Unobligated Balance:
d. Total Federal funds authorized $15.000 [«
e. Federal share of expenditures $4 950
f Federal chare of unliquidated obligations $0
g. Total Federal share {sum of lines e and f) $4 950
h. Unobligated balance of Federal funds (line d minus g) $1 U; U5b

Federal Expenditures and Unobligated Balance:

A d.) Cumulative obligated (awarded) amount of federal funds to include original obligation and-my
maodifications

A e.) Cumulative federal dollars spent as of the reporting period end date (usually the same as Line (b.))

A f.) Refers to recipient outstanding amounts owed to $abipients, contractors, or vendors (if any) as of the
reporting period end date. If there are no recipient obligations enter $0.00

A g.) Line (e.) + Line (f)

A h.) Line (d.x Line (g.) = The amount of federal funds remaining




COMPLETING THE FFR2SF

Cumulative reporting provides a sum of expenditures for the life of a grant. To
arrive at your cumulative total, add all expenses incurred to date.

In the example that follows, and Block Bederal Share continues to increase in
each successive 45 to show the total amount of expenditures to date. If a
Grantee finds that a reporting error has occurred, and in order to correct the SF
425 a deduction from either block is necessary, the Grantee is required to make a
notation in Block 1ZRemarks.




COMPLETING THE FFR/SF-425

For Example:

A

For the reporting period 07/01/18 to 09/30/18, Federal expenditures =

A

$5,000
For the reporting period 10/01/18 to 12/31/18, Federal expenditures =

$3,320

Federal Expenditures
FoRmiy P

Period En 30/2018
I ang‘i?n g(lgated Balance: 15,000

Total Federal funds authorized 5000
Federal share of expenditures
Federal share of unliquidated obligations

_ 5,000
Total Federal Share (sum lines e & f) 10,000
Unobligated balance of Federal funds (line d minus g)

Period Ended 12/31/2018
and Unobligated Balance:

Federal Expenditures
Total Federal funds authorized 15,000
Federal share of expenditures $5,000 + $3,320 8,310 —
Federal share of unliquidated obligations -
Total Federal Share (sum lines e & f) 8,310
Unobligated balance of Federal funds (line d minus g) 6,690




COMPLETING THE FFR/SF-425

This section must be completed with you match
reguirement according to the grant agreement.



